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STATINTL Chief, 

Chief, Supply Branch 


9 August 1950 


Procedure Covering Replenishment of Stock 

1, The following system covering establishment of stock levels and replen- 
ishment of stock, is categories as specified, supercedes previous instructions 
relative to this ©attar. 


a, AsmsaLlssm -.gtaafarfl sai fill 

(i) Jmlg * 

Monthly consumption £ 6 months supply - Minimum or reordering 

level 

Minimum t 12 months supply » Maximum. 

<2) Reclaniahlitfr Stock, Upon reaching the miniimm level a 12 months 
supply of forms will be ordered. Quantities to be ordered will be rounded 
off to the nearest thousand, i.e,, if a twelve (12) month supply to be 
ordered equals 12,153, the total quantity to be ordered will be 12,000. 

CIA forms in excess of 25,000 each and standard forms will, when reordering, 
be listed on Fora So, 36-7, "Request for Supplies, Equipment or Services", 
and directed to the Management Officer for approval prior to procurement 
through GP0, CIA forms requiring less than 25,000 each, or in the event 
of emergency needs, will be listed an Reproduction Requisition, Form Ho, 36-2, 
mad directed to the Management Officer for approval and rerouted to the 
Reproduction Branch. 

(3) Adjusting Stock Levels; Upon reaching the minimum stock 
levels an average monthly consumption will be arrived at by dividing 
the total issues made by the actual months required to effect such issues. 

The figures arrived at will be the new monthly consumption figures which 
will be used for adjusting stock levels as prescribed above. 

*>. gg&gfll a&-aaaflac& .fftigaJteaifaa* 

U) , Stock levels for medical and 

standard office supplies will be established using the following 
prescribed method » 



25X1 
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MEDICAL AMD STANDARD OFFICE SUPPLIES 
STOCK LEVELS 


wusm vm 

©•livery Time 

— X 

TO! TIME? 

Monthly 

OoasTODtlon 

1 X 

20 

* V^K§|P 

Delivery Tins 
(Hemths) x 


2 x 

20 


IHOlTery Time 
(Heaths) x 


3 x 

20 



2 Month 

♦ SmsuMm 

♦ 


a Month 


40 


2 Month 
40 


Deliyary Tim® Monthly 
Oja ftj&fll x Songatotion 

4 x 20 


3 Mcaaths 1 Month 

♦ Saanfor - flMgpUqa 

60 + 60 - 20 


000 


3 Months 2 Month 

* SsppQy • Cficmiaption * Haximm 


• 80 * 60 - 40 


100 


4 le»ths 3 Month 
HlBlBUB ♦ SnsnlTr » OfMiamawtign 


100 ♦ 80 


60 


120 


2 Month 
♦ gfflgUBPtlOP 


5 Months 4 Health 

♦ SSmkL - Conaunrotion « Mml m 


40 


x 120 


100 


80 


a 140 
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C2) 8«ffvlmi1lMng Upon arriving at ndniraua stock levels, 

W* basis for reordering will be tfa© delivery factor* For ©saaple 

ft*®* requiring 1 or 2 months delivery - carder 3 aggrfJra supply 

Itaas requiring 3 months delivery - order 4 months supply 

Iteas requiring 4 months delivery - carder 5 months supply 

^isntities to be reordered will be rounded off to th© nearest tenth, i.e 

if^s quantity being ordered equals 138, such quantity be 
©hanged to 140. Form So, 36-7 will be used for this purpose sad will 
contain, for each item ordered the following information : 

Quantity oo Band 
Quantity on Order 

ffiflTfl'f 

Monthly Gonsiaaption 
Estimated Delivery Tine 


(3> , 
of the fi; 
d 


7kC7r*i-i.T 


year, si 


At th© end of each quarter period 
will be reohecfced and adjusted by 
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Pending Receipt 

Mini m u m Reorder of it«a, 1 
o Healths Reordering 6 Months month supply 


•alivery Pima 
Require d Monthly 


40 


“&W x S8R3K2I&S1I ♦ Consumption a fcrvel ♦ Sttoolv - is consumed 

2 x 20 ♦ 120 e 160 «. 120 

MCMTH DSLIVaaT TIME, 

Delivery Time 
Required Mont hly 
X ' 


240 



20 


. ♦ 
♦ 


M i n i mum Reorder of item, one 
6 Ksethe Reordering 6 Months month supply 


120 


= 1B0 


i MB&Z - is consumed * Ifeuclam 
120 — 60 ■ 240 


tsm. jsm mjws xsm< 

’''di.vwry Warn 

attired Monthly 6 Months 

X Consumption 4 Can franm-H nn 


Minimu m Reorder of item, one 
Reordering 6 Months month supply 

* - tart » g »ato tejwms& « 


20 


120 


200 


220 


80 


240 


<2) Sffllg frtOfifct %<» reaching the minimum level, a six 

lb J month supply of each item will be ordered. Quantities to be ordered 
will be rounded off to the nearest thousandth, i.e. if a six (6) month 
®ttPP*y to be ordered equals 120,100 the total quantity to be ordered 
win he 120,000, Requisition fora Ho, 36—7 will be used for this pur— 
pose and will contain for each item order the following information* 


25X1 


Quantity on land 
Quantity cm Order 

MiRf l fTOm 

Meanly Consumption 
Estimated Delivery T ime 

t?) Adjusting Stock Levels* Upon reaching the minimal stock lewd, 
or in the event of & noted increase in consumption, stock levels will 
m reehecked and adjusted by determining the monthly consumption for 
the period involved. Upon arriving at the new consumption figure, the 
formula established above will be followed in revising stock levels 
for the succeeding quarterly period. 


2, Ion ere advis ed that appropriate action will be taken by 
to establish stock levels prescribed above. 


.. , , - such procedure wU2 

be complied with sad will not be changed without the approval of the Chief, 
Services Division, 


APPROVED: 


25X1 A9A 


25X1A 9A 
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